ONE i i
nLBH 8'0’5 - Employee Self Service Job Aide

This is a job aide to introduce you to PeopleSoft, the City’s Human Resources, Benefits and Payroll
system. Please read the instructions carefully to ensure you find and/or updated your information
using Employee Self Service (ESS).

Entering Personal Information

Step 1. Getting to the correct website. < c 0N sp.\e:

e Open an Internet browser.

e In the address line type: (@) City Employee Web _ City Of Albuquerque
employee.cabq.gov or Home | Human Resource Polices  Employee Senvces  Jobs and Training | 1T S
eweb.cabq.gov.

e Click on Employee Self Service at the top left corner of the (i) Employee News
page. (This will take you to the login screen for oot Fmanials | | Notices
PeopleSoft.) PeopleSoft Learming | | 1

Step 2. Logging on to PeopleSoft.
e Enter your username as: EXXxxx
(use E and the last five numbers of your employee ID).
e Enter your password c@bq (all lower case) then the last four digits of
your social security number and the first letter of your last name

(uppercase). ExampleC_c@bq1234
o Call the helpdesk at 505-768-2930 for assfStance, il necpssary.

ORACLE
PEOPLESOFT

UserID

Password

Select a Language

W Enable Screen Reader Mode
Step 3. Changing Your Password. Favarites - Main Menu -
e (Click on Main Menu at the top left corner R ]
HRMPRO :

e Select My System Profile from the dropdown menu.

e The General Profile Information will appear on the next
screen.

e Select the “Change Password” link.

e You will be
asked to enter
your current
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Entering Personal Information

Step. 4 Updating Personal Information.
e (lick the Personal Information Summary link.

Employee Self Service

=== View Paycheck
=—| Review curent and prior paychedks

=== Direct Deposit
| Add or update your direc: depasit information

=== W4 Tax Information
= hew, s, or change your WA information
=== Benefits Summary

=== Voluntary Deductions
| Review 3 summary of cument, past or future bensfit snrollments e

| #dd or update your voluntary deductions.

= View W-2/W-2c Forms

e

== W-2/W-2c Consent

=== Paycheck Modeler

ronic W2 and W2s forms. | Grant or withdraw consssit to recsive electranic -2 and W-2c forms | Craste 3 hypothetical paycheck bazed on yo

=== 1095C Consent === View 1095-C form === My Current Profile
=—| 1085-C Consent Form | View your 1005-C form =1 My current persansl profile

=== Life Events

| Change bensfi elections i

nts such 35 new employee, mariage. divorce, or new baby

e Make changes by clicking on the yellow box that corresponds with the information which needs to be updated.

Personal Information Summary

Expand All Collapse All

S
4

Actions =

Mame

Change Mame

Home/Mailing Addresses

Addresses
Address Type Status As Of Country Address
Home Current 02062018 USA

Mailing Current 02062018 USA _
Gr‘ga Home/Mailng ﬁ.-:I:IrE;

Phone Numbers
Phione Numbers

Phone Type Phone Number Preferred

Main

< Change Phone rwun1ta'5>
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Entering Personal Information

Step 5. Adding Direct Deposit information.
e C(Click on the Direct Deposit link on the Home Screen.

Employee Self Service

=== View Paycheck

ax Information
27| Review curent and prior paychecks. or ¢l

hange your W4 informatio

ct Deposit
¢ update your direct deposit information.

= Benefits Summary m— Peroonal INTCIMAton SuUmmary === Violuntary Deductions
27| Review 3 summary of cument, past or futwre bensft enrciments. 27 Review a stmmary of your personal information. 27 aAdd or update your woluntary deductions.

m— View W-2/W-2c Forms = W-2/W-2c Consent == Paycheck Modeler
A1 View elecironic W-2 and Yi-2c forms. | Grant or withdraw consent to receive electronic Y2 and W-2c forme 27 Creste a hypothetical paycheck taszed on yo
= 1095-C Consent = View 1095-C form === My Current Pro

271 1095-C Consent Form 21 View your 1095-C form

My current personal profi

== Life Events

37| Change bensfr elections for Life Events such a5 new employee, maniage. divorce, or new baby.
e Enter your bank’s Routing Number.
e Enter your Account Number. Your Bank Information o
e Retype your Account Number. Routing Number | 123456789 " Vew Ches Example
e Using the drop down menu enter the Account Type. o .
e Use the Deposit Type drow down menu to choose: Balance of Net skl dl

Pay. Account Number 987654321 - B——
DO NOT enter anything in the Amount or Percent field.

i Retype Account Number | 987654321 —
e DO NOT change the Deposit Order number. PO eI
e When you have finished entering your Direct Deposit information *Account Type | Checking Y| e—=
click on the Save button. “Deposit Type | Balance of Net Pay v! —
e Click on the Next button at the top, right corner, when finished. Change!

Amount or Percent | DO NOT enter anything

DO NOT Change! ) *Deposit Order [999 | (Example: 1= First Account Processed)

Step 6. View Past Paychecks
e C(Click on the View Paycheck link.
e You will find a list of the past paychecks you received. Click on the desired paycheck to view your
checkstub.

=== View Paycheck === Direct Deposit === W-4 Tax Information
==| Review cumrent and prier paychecks. 87— A or update your direct depes information. W7 \iew, add, o change your W4 information.

=== Benefits Summary === Personal Information Summary === Voluntary Deductions
L=

=—| Review summary of surent, past or future bensfit enrclments =—| Review a summary of your persanal infarmation. 4 or updte your vluntary deductions

=== View W-2W-2c Forms === W-2/W-2c Consent === Paycheck Modeler
B \iew clectronic W2 and W2e forms =—| Grant or withdraw cons=nt ta recsive electronic W-2 and W2c forms. =—| Creste a hypothstical paychesk based on yo
=== 1085-C Consent === View 1095-C form === My Current Profil=

8= 10g5-C Consent Form B! vizw your 1005-C farm == My current persanal profie

=== Life Events
8= Change beneft elections for Lz Events such s new emplayee, maniags, divarce, or new baby.

Updated 02/25/2020 3
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Entering Personal Information

Step 6. Enter W-4 Tax Information.

e (Click on the W-4 Tax Information link.

Employee Self Service
= View Paycheck
277 Review curent 3nd prior paychecks.

Benefits Summary
Review 3 summs ry of curent, past or future bensfit

= View W-2/W-2c Forms
fiew lectronic W-2 and Yi-2c fos

1095-C Consent
85-C Consent

=== Direct Deposit
#7 Add or update your di

1 depositinforma:

=== Persconal Information Summary
27| Review a summary of your personal mformation.

— W-2/W-2c Conse
2 Grant or with

ctronic W-2 and W-2c forms.

Wiew 1095-C form
View your 1095-C form

= W4 Tax Information
hange your W

Veluntary Deductions
Add or updste your voluniary deductions.

=== Paycheck Modeler
&7 Creste 3 hypothe!

My Current Profile
My current personal profile

Life Events
277 Change bensfit elections o

= Such 35 new employss, mamage. divorce, or new baby.

e Enter information for Step 1 through Step 4 .
with Federal Withholding information.

Enter New Mexico State tax information.

W

4 Withholding Certificate

New Mexico W-4 Data

City of Albugquerque

New Mexico Marital Status

Form W-4 50 that your emplayer can withhald the comect federal income tax from your pay. ) )
halding is subject to review by the IRS wwwirs.gov ingle Withholding Allowances
Married Additional Amaount

Step 1: Personal Information

security card? If not, fo ensure you gat credit for your eamings, cantact

Claim Exemption from Withholding

Address | claim exemption from withhaolding for the year| 2020 and | certify that | meet

BOTH of the following conditions for exemption from withholding:

Filing Status
. ®  Lastyear | owed no federal income tas.

® This

ingle ar Married filing separately 2ar | expect to owe no federal income fax

Married filing jointly {or Gualifying widow(er))

Head of Househald (Check anly f you are un

ied and pay mare than half the cast
==If and a qualifying individual)

f keaping up a home far

Check this box if you meet both conditions to claim exemption from tax withholding
Complete Steps 2 through 4 ONLY if they apply to you. To see if you are exempt from withholding or you have concems
about your privacy, see instructions for Form W4 on the IRS website

Step 2: Multiple Jobs or Spouse Works Under penalties of pequry, | declare that | have examined this certficate and to the best of my

. . knowiedge and belief, it is true, comect, and complate.
Complete this step if you (1) hold mare than one job at a time, o

The correct amaunt of withholding depends on income eamed fros
w Instructions

re maried filing jeintly and your spouse alsa works
all these jobs.

Subrmit
Multiple Jobs or Spouse Works

Complete Steps 3 through 4{b) on Form W-4 for only one of these jobs. Leave those

eps blank for the of jobs.
(our withholding will ba most accursts i you complate Steps 3 through 4(b) on the Fom

4 for the highest paying job.)

Step 3: Claim Dependents
B view Instructions

if your income will be $200,000 or les:

(3400.000 or less i married filing jointly):

Muttiply the number of qualifying children under age 17

Multiply the number of other dependents

Other tax credits
Total
Step 4: Other Adjustments
B View Instructions
(a) Other Income
(b} Deductions

(¢} Extra Withhalding

Updated 02/25/2020 4
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Entering Personal Information

Step 7. Elect to have W-2/W-3c received electronically.
e C(Click on the W-2/W-2¢ Consent link.

Employee Self Service

=== View Paycheck === Direct Deposit === W-4 Tax Information
| Review current and prior paychecks. 8= Add or updte your direct depes information. =]

B \iew, add, o change your W4 informatian.

=== Benefits Summary === Personal Information Summary === Voluntary Deductions
| Reviewa summary of surent, past or future bensfit enrclments. =—| Review a summary of your persanal infarmation. 8= Add or update your voluntary deductions

View W-2IW-2c Forms
View slectronic W2 and W2c forms.

W-2c Consent
rant or withdraw consant to receive electronic Wy

=== Faycheck Modeler

and W2 forms Creste a hypothetical paycheck based on yo

095-C Consent
1095-C Consant Form

1035-C form

=== Life Events
B Change beneft elections for Lz Events such s new emplayee, mariags, divarce, or new baby.

e The screen which appears, will allow you to either withdraw your consent to receive your W-2 or W-
2C electronically or consent to have it received electronically.

W-2W-2c Consent Form

Submit or withdraw your consent to receive electronic W-2 or We2c forms

Submit your request to withdraw your
electronic consent here

Your Current Status Consent received.
Check here to withdraw your consent to receive electronic W-2 and W-2c forms.

_— Submit

Step 7a. View W-2/W-2c¢ Information.
e Click on the View W-2/W-2¢ Forms link.

Employee Self Service

=== View Paycheck

=== Direct Deposit
=—| Review current and prior paychecks ==

d or updste your dirsct deposi information

-4 Tax Information
w, 3dd, or change your W information

=== Benefits Summary

=== Personal Information Summary
Review 3 summsary of curent, past or future beneft snrolments =]

Voluntary Deductions
Review 3 summary of your personal information.

Add or updste your voluntary deductions

=== W-2W-2c Consent
=—| Grant or withdraw consent to recsive slectronic W-2 and W26 forms

Paycheck Modeler
Creste a hypothesical psychack bazed on yo

095-C Consent
2 Consent Form

=== View 1095-C form

=== My Current Profile
Visw your 1095-C form

== My curent personsl profile

=== Life Events
8= Change bensfi eleciions for Lz Events such a5 new employes, mamiags, divorce, ar new baby

e A list of available W-2/W-2c¢’s will be available to choose from and can be downloaded for print.

Updated 02/25/2020 5
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Entering Personal Information

Step 8. Elect to have 1095-C received electronically.
e Click on the 1095-C Consent link.

Employee Self Service

= \iew Paycheck === Direct Deposit = W-4 Tax Information

A7 Rewiew curent and prior paychecks. 8| add or update your direct deposit information. 27 View, add, or change your W4 informaticn.
== Benefits Summary === Personal Information Summary = Voluntary Deductions

27| Review 3 summary of curent, past or futwre benafi enrcdmens. 27| Review a summary of your personal information. 27 Add or update your wolunzary deductions.

p— W-2W-Zc Consent = Paycheck Modeler
| Grant or withdraw consant to receive electronic W2 and W-2c forms 27 Crezte a hypothetical par

p— View 1095-C form = My Current Profile
A view your 1095-C form — =

My current personal profi

p— Life Events
2= Change bensfi elections for Life Events such 35 new employse, manmage, divorce, or new baby

e By putting a check mark in the box you will consent to receive your 1095-C electronically, every
year.

Form 1025-C Consent

You currently receive Form 1095-C statements electronically

‘fou have consented to receive an electronic Form 1085-C. If you prefer fo receive a paper Form 1085-C, you must
submit a Withdrawal of Consent Form. After you submit the Withdrawal of Consent Form, it is valid until you submit 2
new Consent Form. If you have any guestions, please contact your Benefits Administrator.

| withdraw my consent to receive Form 1095-C electronically

Submit

Updated 02/25/2020 6
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e Step 9. View all elected benefits.
¢ Click on the Benefits Summary link.

Employee Self Service

== W4 Tax Information

= View Paycheck == Direct Deposit
| Y #71 View. add. or change your VW4 information.

27| Review cwrent and prior paychecks. id or update your direct deposit information.

== Perconal Information Summary
=—| Reviewa summary of your personal information

=== Voluntary Deductions

& ben=it enrolments 87| pdd or updste your voluntsry deductions

= W-2W-2c Consent
| Grant or withdraw consant to recsive electronic V-2 and W-2c forms

m== Paycheck Modeler
==l Create a hypothesical paycheck based on yo

== 1095-C Consent
2| 1095-C Consent Form

m— View 1035-C form
== view your 1085-C form

=z My Current Profile
=] ny cument personal profiie

== Life Events
8= Change bensfi elactions for L= Events such a5 new employee, maniage. divorce, or new Eaby

e You will be taken to a page that will provide a list of all active benefits you have elected to participate
in. Keep in mind changes take time to process and may not be reflected immediately in the Benefit
Summary.

Benefits Summary

To wiew your benefits as of anather date, enter the date and select Go

21252020 |[i) Gao Click to View specific information

Benefits Summary

Type of Benefit Plan Descripicn Cowverage or Participation

Medical \Waived
Dents \Waived

\fision \fision Family
‘foluntary Life ‘Woluntary Life 120,000 $120,000

Life and AD and D Basic Life/ADED Active EE's % X Salary
Dependent Life Child{ren} Life Ins 10000 $10,000
Spoussl Life Spouse Life 50,000 50,000
Short-Termn Disahility Short Term Disability 50% of Salary

Long-Term Disability

Section 457 ICMA

0

o
‘facation
Birthday Leawe
Flex Parking
FERS

Fringe UnemploymentBus

Long Term Disability

CMA Deferred Comp
Sick General Population
‘facation Genera

Birthday Leawe & Howrs
City Library (347.25)
FPERA General Employess

Fringe UnemploymentBus

50% of Salary

310 Before Tax

1557 Pledge
14.65% of Eamings

0% of Eamings

Updated 02/25/2020
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e The Benefit Summary has links that will allow you to view the specific benefit information. Simply
click on one of the blue links to view.

Vision

To view your bensfits as of another date, enter the date and select Go.
p2/25i2020 [ Go

Vision

Plan Name Vision
Plan Provider ~ DAVIS VISION, INC

Coverage Family
Group Number PRO000123610P100001435

Covered Dependents

Name Relationship

] Spouse

e Note: All fields that contain a blue link can be selected to update.

Updated 02/25/2020 8
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Dependent/Beneficiary Info

Dependent/Beneficiary Personal Information

Use the Edit button on this page to update this information.

Personal Information

First Name -

Middle Name.

Last Name-

Name Prefix

Name Suffix

Date of Birth _

Gender pggle

Social Security Humber_

Relationship to Employee Spouse

Status Information

Marital Status pagmiad

Student 4

Disabled

Smoker omoker

Address and Telephone

Same Address as Employee
Country

Address

Same Phone as Employee

Phon- S

Edit

P

Main

Aftach Document

Return to View Health Care plan

«—

Click to Edit Dependent/Beneficiary Information
Click to attach documentation for dependent/beneficiary.




